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Time Recording and Time 
Approval

Chapter 4 – Time Reports 
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Time Reports
Time Management Pool - PT40

1. Follow menu 
path or type PT40 
in command field; 
press enter

This report will allow you to view attendances and/or 
absences entered on employees for a specified time 
frame.
Menu path:
Human Resources > Time Management > 
Administration > Time Evaluation > Time Management 
Pool (PT40)
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Time Reports
Time Management Pool - PT40

2. Click selection 
button and then the 
Master data 
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Time Reports
Time Management Pool - PT40

3. Enter criteria for 
viewing

4. Click save
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Time Reports
Time Management Pool - PT40

5. Click calendar view



HRTRC - 02/16/04 4-6

An AASIS Training Guide - Enterprise HRTRC – Time Recording and Time Approval

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

4-6

Time Reports
Time Management Pool - PT40

If you would like to view a period other than the 
calendar year, you can change the radio button to 
current month, today, other period, etc.   You can 
select the Payroll period button and view a specific 
payroll. 
The personnel numbers that were selected previously 
are located in the multiple selection view indicated by 
the green.
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Time Reports
Time Management Pool - PT40

Note: If you selected this 
view, you must enter the 
payroll area and specify the 
payroll period and year.

OPTIONAL VIEW
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Time Reports
Time Management Pool - PT40

6. Click to evaluate 
attendances and 
absences of employees

7. Click to execute
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Time Reports
Time Management Pool - PT40

This is a calendar year 
view 

A key provided at the bottom shows the codes used for 
attendances and absences.  You can also display any 
month for all employees by placing your cursor in the 
month and clicking on the multiple employee view icon.         
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Time Reports
Time Management Pool - PT40

This is a monthly view

This screen allows you to verify if those employees 
who do not have time entered are non-exempt and 
should have time entered.   Using this transaction is a 
good tool to help avoid employees from not being paid.
To evaluate the time further, double-click on an 
attendance or absence.
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Time Reports
Time Management Pool - PT40

This is a daily view
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Time Reports
Time Management Pool - PT40

1. Enter personnel 
number; press enter

You can use this transaction to view how many 
attendances hours an employee has worked during a 
specific time frame in order to verify for Family Medical 
Leave criteria.
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Time Reports
Time Management Pool - PT40

23 Lisa Moran

2. Click Time leveling
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Time Reports
Time Management Pool - PT40

3. Enter time period
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Time Reports
Time Management Pool - PT40

The total attendance hours will be 
displayed for the time period specified

23 Lisa Moran

4. Double-click in 
this field 
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Time Reports
Time Management Pool - PT40

THIS IS A DAILY VIEW

5. Double-click

00000023  Lisa Moran
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Time Reports
Time Management Pool - PT40

THIS IS THE DOCUMENT 
VIEW

00000023  Lisa Moran
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Display Working Times – CATS_DA

1.  Follow the menu path or 
enter CATS_DA in the 
command field; press enter

The menu path for Display Working times is 
Human Resources > Time Management > Time 
Sheet > Information Systems > Display 
Working Times.
This transaction is available to the following 
roles:
Agency Central Time Management
Time Management Specialist
Agency Time Management Supervision
You should use this transaction to verify that 
hours were approved for your employees.
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Display Working Times – CATS_DA

2.  Choose the desired 
‘Reporting Period’ from 
the drop-down list
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Display Working Times – CATS _DA

Note:  When choosing Other Period, 
you will have to enter a specified date 
range.  
When choosing Current Payroll Period, 
you will have to enter in the Payroll 
Area.
When choosing Other Payroll Period, 
you will have to enter the Payroll Area 
and the Payroll Number and year.
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Display Working Times – CATS_DA

3. Enter selection criteria.  
If criteria is not listed, 
click the selection icon.

You may enter multiple personnel 
numbers, cost centers, etc. by clicking on 
the multiple selection fields       .  



HRTRC - 02/16/04 4-22

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

4-22

An AASIS Training Guide - Enterprise HRTRC – Time Recording and Time Approval

Display Working Times – CATS_DA

OPTIONAL

4. Choose the appropriate 
selection option

5. Click the 
choose icon
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Display Working Times – CATS_DA

OPTIONAL

6. Click the green 
check
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Display Working Times – CATS_DA

Note: The Basic Data is not used.  You may 
close this section by clicking on the Basic Data 
tab.
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Display Working Times – CATS_DA

7. Click to  
execute



HRTRC - 02/16/04 4-26

AASIS Support Center, Diane Hill
02/16/04, Revised to V4

4-26

An AASIS Training Guide - Enterprise HRTRC – Time Recording and Time Approval

Display Working Times – CATS_DA

This screen will allow you to verify whether all 
employees have had their time approved for 
time specified.
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Display Working Times – CATS_DA 

If there are any employees whose time(s) has 
not been approved, you will be able to bring up 
only those employees by clicking on the 
Change Display icon and choosing Only 
Released for approval.  If all employees are 
approved, this icon will be grayed out.
If time has not been approved, please 
contact the appropriate role to ensure 
employee is paid.  


